
  

WISCONSIN AIR NATIONAL GUARD  
 ACTIVE GUARD RESERVE (AGR) VACANCY ANNOUNCEMENT 

ANNOUNCEMENT NUMBER:  23-035 ANG      
 
OPENING DATE: 5 January 2023     APPLICATIONS WILL BE ACCEPTED UNTIL: 11:59PM ON 4 February 2023                                  
 
POSITION TITLE:  Senior Enlisted Leader      AFSC REQUIREMENTS: 3FXXX     SKILL LEVEL REQUIRED: 9   
                                                                                         (Trainees Accepted)                             
MINIMUM RANK: Promotable E8      MAXIMUM RANK:  E9        
 
UNIT/LOCATION: 115th Force Support Squadron, Madison, WI   
 
AREA OF CONSIDERATION: Open to anyone eligible to join the WI ANG AGR program    
 
 
                                                                                                                                                                           

APPOINTMENT FACTORS 
 
1. Initial tours will be 3 years. Follow-on tour lengths may be from 1 to 6 years per ANGI 36-101. 
2. Non AGR Person receiving a federal military retirement or retainer pay are not eligible. 
3. Must meet the physical requirements of DAFI 36-2905, prior to being placed on AGR tour. 
4. Members who are not suitable for Career AGR may be considered for an Occasional Tour. 
5. Military grade will not exceed the maximum authorized grade on the unit manning document. 
6. Must meet all AGR requirements of ANGI 36-101 and AFSC requirements of AFECD/AFOCD. 
7. IAW ANGI 36-101, paragraph 5.10, applicants should be able to complete 20 years of active federal service prior to Mandatory 
Separation Date (MSD). Individuals selected for AGR tours that cannot attain 20 years of active federal 
Service prior to reaching mandatory separation must complete a Statement of Understanding contained in Attachment 3 of ANGI36-101 
and obtain TAG waiver approval prior to starting AGR tour. 
8. IAW ANGI 36-101, paragraph 6.6.1., members should remain in the position to which initially assigned for a minimum of 24 months. 
TAG may waive this requirement when in the best interest of the unit, State, or Air National Guard. 
9. Hiring of an E-8/9 or O4+ is contingent on controlled grade availability. 
10. IAW ANGI 36-101, paragraph 5.7, an individual must not have been previously separated for cause from active duty or previous 
Reserve Component AGR tour. 
11. Must meet additional mandatory requirements for AFSC entry on attachment 4 of AFECD.   
          A. Must be able to lift more than 40 LBS    
          B. ASVAB requirements: A ≥ 59 
          C. PULHES: 333233 
 

 
BRIEF DESCRIPTION OF DUTIES: 

 
 
Manages military personnel programs and advises commanders and Airmen on Air Force personnel policy. Manages a myriad of Air 
Force programs including; assignments, promotions, evaluations, identification cards, separations, retirements, benefits, entitlements, 
retention, classification, awards, decorations, retraining, casualty, personnel reliability, and personnel readiness programs. Determines 
program eligibility and counsels airmen on career progression. Manages and executes force management tools such as; force management 
boards, selective reenlistment and bonus programs. Counsels airmen on reenlistment opportunities, benefits, and entitlements. Advises 
commanders and provides reports and statistics to make personnel decisions. Manages data analysis products and ensures the accuracy of 
both deployed and in-garrison personnel data. Creates, interprets, and audits management assessments products and transaction registers 
and identifies mismatches. Works with commanders and Airmen to resolve discrepancies and ensures the accuracy of personnel data. 
Routinely crosschecks data from the personnel data system with source documents in the personnel records to ensure accuracy. Performs 
personnel actions. Conducts in and out processing at both in garrison and deployed locations and maintains accountability of Air Force 
personnel. Manages duty status reporting to include; leave, temporary duty, hospitalization, sick in quarters, and casualty reporting. 
Oversees personnel activities and functions. Inspects personnel activities for compliance with policies and directives. Reports 
discrepancies and recommends corrective action. Monitors personnel actions for timeliness, propriety, and accuracy. Ensures proper 
counseling of individuals on personnel programs, procedures, and benefits. Organizes and compiles management data and submits 



  

reports. Performs Commanders Support Staff (CSS) personnel functions. Prepares and processes administrative support actions relating to 
unit programs such as fitness, in and out-processing, evaluations. Manages leave web program. Maintains suspense system for personnel 
actions and correspondence. Maintains and monitors duty status changes. Provides customers with guidance on how to use web-based 
applications for personnel actions. Prepares and processes Articles 15, letters of reprimand, investigation reports, unfavorable information 
files, and separation actions. Performs Personnel Support for Contingency Operations (PERSCO) functions. Ensures accountability and 
casualty reporting for deployed forces, reports data to combatant commanders, and enables sound wartime decisions. Provides additional 
personnel support, as required.  
 
 
 

SPECIALTY QUALIFICATIONS: 
 

Knowledge. Knowledge is mandatory of: personnel policies and procedures; preparing and maintaining records; assignment, promotion, 
customer service, quality force, personnel readiness, PERSCO and deployment/mobilization procedures; interviewing and counseling 
techniques; policies and procedures relating to administrative communications, correspondence, messages, and general office 
management; overall organizational structure and its interrelationship with the mission; terminology and procedures employed within 
functional areas assigned; policies, programs, and procedures of agencies administering and providing benefits to military personnel, 
retirees, and family members; PDS capabilities and applications; occupational survey procedures; benefit programs; and principles, 
policies, and concepts of personnel management. 
 
Education. For entry into this specialty, completion of high school with courses in English composition and speech is desirable. 
 
Training. N/A 
 
Other. For award and retention of these AFSCs, the following are mandatory: Must maintain local network access IAW AFI 17-130, 
Cybersecurity Program Management and AFMAN 17-1301, Computer Security. Must maintain eligibility to access personnel data 
systems. 
 
 
 
 

APPLICATION REQUIREMENTS: 
 

Interested applicants must submit the following documentation to be considered for interview. Any missing items are 
encouraged to be documented with an explanation in the cover letter included in the application. 
 
APPLICATIONS WILL INCLUDE (All documents must be personally identifiable and must include date if required) 

 Cover letter with Job Announcement Number and Position Title for which you are applying, current Military Status 
(AGR, Technician, Traditional, Active Duty), along with contact information (i.e. Phone numbers and an e-mail 
address).   

 
 NGB Form 34-1 (Application for AGR Position) dated 20131111 (must be signed and dated).  Manually signed 

copy accepted.  Digital signature may fall off when combining PDF files.  Double check prior to sending packet. 
 

 Record Review RIP (NOT point credit summary or Career Data Brief) complete and current.  Other Service 
Components submit appropriate individual personnel information printout.  This is used to verify AFSCs, aptitude 
scores, position status, time in service, time in grade, etc. This can be pulled from vMPF. 

 
 Current Fitness Report.  Current Fitness report from myFitness in pdf format 

 
 AF Form 422 Current (within 12 months), Physical Profile Serial Report.  Other Service Components submit 

medical documentation that includes PULHES score.  If any PULHES are a “3”, a statement indicating that 
individual is Worldwide Deployable needs to be submitted.  
 

 SF 181- (Race and Ethnicity Identification).  Form is required for packet.  However, completion is voluntary. Please 
see further instructions on the form. 
 

 All Other Service Component applicants must have their ASVAB raw scores converted to Air Force ASVAB scores 
and include them in a letter from either a Recruiter or MEPS Counselor. 



  

NOTE: 
 
1. Failure to provide all the required documents will result in being disqualified.  
2. Applicants must sign NGB Form 34-1; failure to sign the form will result in being disqualified. Please ensure 34-1 reflects 
Tour Announcement number and current telephone number. 
3. If selected for the job, member must have a current passing fitness and an AGR qualified AF Form 422 Signed by the State 
Air Surgeon prior to being placed on AGR tour. 

 
 
 

APPLICATION PROCEDURES 
 

Interested applicants who meet the eligibility criteria may apply by emailing all required documents, as one (1) pdf to  
MSgt Kasten at melanie.kasten@us.af.mil and SSgt Donais jennifer.donais@us.af.mil.  Portfolio formats are accepted. The 
file and email subject line should read as: LastName, FirstName_#_JobTitle (i.e. Doe, John_22-001_Personnel) 
An email will be sent to confirm receipt of application. Feel free to call Comm (608) 242-3132 or (608) 242-3135 to verify 
receipt of your application. Applications will not be reviewed before the closing date.  
 
 
HOW TO COMBINE/MERGE A PDF:                            HOW TO CREATE A PORTFOLIO: 
1. Click Tools                                                                         1. Click Tools 
2. Click Combine Files                                                           2. Click Create PDF 
3. Drag and drop your PDFs into the PDF combiner.            3. Click Multiple Files 
4. Rearrange individual pages or entire files in the                4. Click Create PDF Portfolio and Next  
desired order.                                                                          5. Drag and drop your PDFs into the PDF combiner                            
5. Add more files, rotate or delete files, if needed.                 6. Rearrange individual pages or entire files in the desired order                                                                              
6. Click 'Merge PDF!' to combine and download       7. Click ‘Create!’ to combine and download your PDF 
your PDF                                                                                         
 


